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1. Introduction 



Sections 2 and 3 following explain how to download, fill out, and submit the "Request 
for Escort Screening Courtesies" form. 

2. Copying the Request Form from OFM's Website 

From a computer with an Internet connection, open a browser and enter URL 
www . state . go v/of m . Click on the Escort Screening Courtesies button on the left-hand 
navigation bar. 
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Office of Foreign 
Missions (OFM) 
provides the legal 
foundation to 
facilitate secure 

and efficient operations of U.S. missions abroad, and 
of foreign missions and international organizations in 
the United States. In doing so, OFM serves the 
interests of the American public, the American 
diplomatic community abroad, and the foreign 
diplomatic community residing in the United States to 
see that all diplomatic benefits, privileges, and 
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Figure 1 - OFM's Internet Homepage 
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You'll be taken to the Escort Screening Request Page. Currently, there is a single link on the page 
" Escort Screening Courtesies ". Click on that link. 
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This site is managed by the Bureau of Public AffairSj U.S. Department of State. 

External links to other Internet sites should not be construed as an endorsement of the views contained therein. 



Figure 2 - Choose Services From Outlook Tools Menu 

You will be brought to Department of State Diplomatic Note 04-10. Scroll down 
the page and there will be a link to the request form embedded in the body of the 
Diplomatic Note. 



3 Escort Screening Courtesies - Microsoft Internet Explorer provided by DS/OFM Systems 
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minister will be subject to customary screening, which will be expedited whenever possible. 

Tlie following paragraphs explain the policies and procedures applicable to the new 
Escoit Screening Coiutesies Program: 

1. Requests shall be filed on-line with the Office of Foreign Missions. Tlie form is located 
at tlie website for tlie Office of Foreign Mis sions Jjttp ://www. state. go v/ofin 

( http JJWww. state . cj ov/d o c u m e nts/o rcj a n izati o n/2 8 7 9 3 . d o c) . ^^^^^^^^^^^^^^Hpirdiug the information 
needed and tlie submission procedure can be found there as well. 

2. Requests should be sent via e-mail to Escortscreening@state.gov at least three full business 
days prior to tlie date of tlie senior official's first departure from a U.S. airport. A request 
submitted less than three full business days in advance will be considered, but it may not 
always be possible to accommodate such a request. 

3. A separate request must be submitted for each person for whom screening coiutesies are 
being sought: tlie senior official, accompanying spouse, and each of their children under the 
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Figure 3 - Diplomatic Note 04-10 
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Click on the link http://www.state.gov/documents/organization/28793.doc 



The "Request for Escort Screening Courtesies" form will open. 



uft 28793.doc (Read-Only) - Microsoft Word 
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U.S. DEPARTMENT OF STATE 



REQUEST FOR ESCORT SCREENING COURTESIES 



PRO CE SS1NG AND CO ORDINATION REQUIRE THAT SUBMISSIONS BE MADE ATLEAST THREE (J) BUS! 
BAYS PRIOR TO INITIAL DEPARTURE DATE. PLEASE E-MAIL COMPLETED FORMS TO 
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Figure 4 - Blank Request Form 

Save the blank form to a file location on your computer. 
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File name: | Blank Request Form! doc 
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Figure 5 - "Save As" Dialog Box 



3. Fill out and submit "Request for Escort Screening 
Courtesies" 



Fill out the grey fields of the form, utilizing drop-down boxes for Month and 
Year, as well as originating or terminating airport if traveling from or to New York or 
Washington. If a flight is originating or terminating in cities other that New York or 
Washington, use the free-text field within the Departure or Arrival Airport area. Note 
that the form will be returned to you if critical fields are left blank. 



U.S. DEPARTMENT OF STATE 



REQUEST FOR ESCORT SCREENING COURTESIES 



PROCESSING AM) CO ORDINATION REQUIRE THAT SUBMISSIONS BE MADE ATLEAST THREE (J) BUSINESS 
DAYS PRIOR TO INITIAL DEPARTURE DATE. PLEASE E-MAIL COMPLETED FORMS TO 
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Figure 6 - Populated Form 



Once the form is completed, save the filled-out form to your computer, and send it as an 
attachment to EscortS creening @ state . go v . 
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